Adding Calendars to iCal - Mac Version

This set of instructions will show you how to add the CEO calendars to your iCal, and then by the power
of syncing your phone, you'll have the calendars on both your phone and computer. When you have
this, each time you connect and sync your phone to iTunes, any changes you make to your calendar on
your phone will update on your computer and vice versa.

You will need to go through each of these steps for each calendar.

Adding the Calendars

®00 Google calendar / iCal (@)

To: | ceostaff@ceosand.catholic.edu.au

Subject: Google calendar / iCal

[=-] Signature: )

Hi Everyone,

Please find attached a copy of the CEO Google calendars to add to your iCal, which will then sync to your phone and vice versa. Atthe moment | have only downloaded and renamed the calendars for Mac users, |
will get the Outlook version shortly.

Cheers,
Glenn

o- m m m . m. m

Lics | Lics ] Lics] Lics] Lics ]
Curriculum.ics (61.7 KB) Sandhurst Ev....ics (34.4 KB) Pastoral Care.ics (16.0 KB) Leadership.ics (37.9 KB) FFR.ics (10.8 KB) CEO Office.ics (70.3 KB) Catholicldenty.ics (32.2 KB)

From the email, double click on one of the calendar files in the attachments.

This will open up iCal.
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Adding Calendar to iCal

® iCal File Edit Calendar View Window Help C O

| «| Day | weex [VITITM » |

¥ CALENDARS

v —— February 2010
— - SO ICEES Monday Tuesday Wednesday Thursday
g Catholic Identity 1 2 3 4
E Curriculum | | | l
E Pastoral Care
| SSEB Exec |
i @
S Leadership
™ Special Events Adding new events
™ 2010 Glenn This calendar contains new events. Please select a destination
g Calendar calendar:
¥ SUBSCRIPTIONS 8 (CEO Office Calendar 1+] @
& ADE
; ( Cancel ) G—OI(—)

Once iCal opens, you will see the following dialog box.

You may already have some exsisting calendars in iCal - click on the drop down arrow.

Choosing Calendar location

Adding new events

This calendar contains new events. Please select a destination
calendar:

v CEO Office Calendar
Catholic Identity

0 Curriculum

Pastoral Care

FFR

Leadership

Special Events

ADE

2010 Glenn

Calendar

( Cancel ) Ma

Ash e New Calendar

16 18

I
If you already used iCal this year....

Stepl&?2
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From my example | already have a series of calendars - if you do already have for example a
Curriculum calendar in iCal then when you open the Curriculum calendar file from the email, simply
select your existing Curriculum calendar, click ok and it will update it.

or

If you are new to iCal.....

Step 3&4
If you do not have any calendars you need to choose the ‘New Calendar' option.

When you select 'New Calendar', click 'Ok’

Your Calendars

800

¥ CALENDARS
E CEO Office Calendar

8 Catholic Identity
E Curriculum

S Pastoral Care
v FFR

8 Leadership

8 Special Events
g 2010 Clenn

8 Calendar

Once you click 'Ok’ the calendar will appear in your Calendars list on the left hand side of iCal.
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Are you sure you want to delete the calendar “Curriculum Calendar”
that has invitations and meetings in it?

Deleting this calendar will notify all attendees that all future and ongoing meetings
have been cancelled and all future and ongoing events you are attending will be

declined. All To Do items and events on this calendar will also be deleted. You cannot
undo this action.

9( Delete and Don't Notify ) (* Delete and Notify )

As these are shared calendars, if you delete a calendar or an event you may get this dialog box. It is
important you click on 'Delete and Don't notify'.

Syncing with iTunes

0o iTunes

LIBRARY
‘ﬂ Music
E Movies
TV Shows
@ Podcasts
a Applications
£\ Ringtones
U4 Radio

Summary Ringtones Music Movies TV Shows Podcasts

iPhone

P
Name: Glenn's iPhone
Capacity: 7.08 GB
Software Version: 3.1.2
Serial Number: 88950TRJY7H
Phone Number: 0438 520 645

00

STORE
[ iTunes Store

@ Purchased
¥ DEVICES .
[ > clen's o 0 © (1 SRR
A newer version of the iPhone software is available (version 3.1.3). To update e
VGE%US i “ your iPhone with the latest software, click Update.
enius

If you are experiencing problems with your iPhone, you can restore its original
¥ PLAYLISTS 0
© Munes D) settings by clicking Restore. Restore

Connect your phone to iTunes and select the phone from the 'Devices' list to see the above screen.

Please note there maybe some updates for your phone, this is important to do and why you need to
constantly connect your phone to iTunes to keep it up to date.
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Selecting Calendars to sync

®00 iTunes

LIBRARY
n Music
Movies
TV Shows
@ Podcasts Q
Applications ©
£\ Ringtones
"4 Radio
STORE
iTunes Store
Purchased

Applications Ringtones Music Movies TV Shows Podcasts iTunes U Photos

Calendars
e [ Sync iCal calendars
© All calendars e
@ Selected calendars:
[ CEO Office Calendar
¥ DEVICES ™ Catholic Identity

> E’ Glenn's iPho... [} e ﬂ Curriculum
Pastoral Care

e

¥ GENIUS
* Genius
¥V PLAYLISTS
(= iTunes D)

™ Do not sync events older than 30 days

Now, click on the 'Info' tab.
Scroll down to the Calendars section and tick 'Sync iCal calendars.

You can then selcet which calendars you wan to sync, with er selcet 'All calendars’, or individually
select calendars from the list.

Sync

Notes
(L) Sync notes

7.08 GB Audio W Photos Apps Other M Free
262.2 MB 15.2 MB 384.7 MB 43.7 MB 6.39 GB

-—_
Capacity - - - - - -
@

. SRNC
When you are ready to update / sync your calendars, click on the 'Sync' button at the bottom of the
screen.
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